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PURPOSES

The nost inportant step in the acquisition process is the
preparation of a purchase request (PR) that clearly and
t horoughly describes the required supplies and/or
services and includes all supplenmentary information
necessary for the contracting office to proceed with the
acquisition. This guide, as a handy reference, is to
hel p custonmer activities prepare a PRto be submtted by
el ectronic nmeans, mail, or hand to the General
Contracting Branch (Code 201.2), Contracting Division,
Far East Contracting Departnent (FECD), FI SC Yokosuka,
Japan. PRs covered herein are -

Request for Contractual Procurement (RCP) for |arge purchase
for supplies and/or services estimted anmount exceeding the
simplified acquisition threshold (SAT) which is currently
$100, 000 or for the acquisition of comercial itens
exceedi ng the SAT but |ess than $5, 000,000 pursuant to FAR
Subpart 13.5 (see Chapters | and I1);

RCP for delivery orders against indefinite delivery type
contracts witten by the General Contracting Branch
Contracting Division, FECD, FISC Yokosuka, Japan (such as
for industrial gases, tugboat services, and non-skid deck
coating/terrazzo materials) (see Chapter I); and

RCP for the acquisition of Information Technol ogy (IT)
resources (see Chapter 111).
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CHAPTERI

REQUEST FOR CONTRACTUAL PROCUREMENT (RCP)

NAVCOMPT FORM 2276

1. Applicable Regulations: The basic sources for acquisition policy,

regul ati ons and procedures are (these docunents are avail able on the internet
at the foll ow ng addresses):

a.

Federal Acquisition Regulation (FAR)(http://www.arnet.gov/far/ or
http://www.abm.rda.hqg.navy.milZindex.cfm) ;

Def ense Federal Acquisition Regul ati on Suppl enent (DFARS)
( http://www.acqg.osd.mil/dp/dfars/dfars/dfars.html or
http://www.abm.rda.hqg.navy.mil/Zindex.cfm) ;

Navy Acqui sition Procedures Suppl enent (NAPS)

( http://www.abm.rda.hg.navy.mil/napl.html) ;

NAVSUPI NST 4200. 85(series), Sinplified Acquisition Procedures

( http://www.nll.navsup.navy.mil/nll/getdata.cfm) ;

NAVSUP Publication 547 (P-547), Contract Request Preparation Cuide
( http://www.nll.navsup.navy.mil/nll/getdata.cfm) ; and,

FI SC Yokosuka i nstructions.

2. Required Information for Procurement

a. Funding Document (NAVCOMPT Form 2276). This formshall only be used by
Navy custonmer activities for requesting contractual procurenent or | ocal
purchase of materials or services. An electronic file of this formcan be

vi ewed on the Internet at http://www.nll.navsup.navy.mil/nll/getdata.cfim. |f

possi bl e,

use electronic transm ssion and forward a conplete request formwith

necessary information to the followi ng e-nmail address —

For Non- HAZMAT Pr ocurenent: fiscyk cl05@oko. fisc.navy.nil; or,
For HAZMAT Procurenent: fiscyk _c600@oko.fisc.navy. ml.




The following are instructions for conpleting NAVCOVWT Form 2276:

(1) BLOCK 1 - If applicable, indicate in this block any agreenents that
permt contracting offices to exceed the anpbunt commtted on the RCP.

(2) BLOCK 2 - Document Number. A 15 digit standard docunent nunber nust
be entered in this block. (Reference: NAVCOWTINST 7000.43(series) and
7300. 93(series))

Exanmpl e: N6264901RC1001

(a) The first position of the number: The first al phabet should be “N' for
the Navy, “R’ for deployed activities, and “M for the Marine Corps. Show
your service designator code appropriately.

(b) The next five positions: Show the unit identification code (U C) of
your activity. This is a continuous number w thout spaces, dashes or hyphens.

(c) The seventh and eighth positions: It will be the last two digits of
the fiscal year in which the basic docunent is issued.

(d) The ninth and tenth positions: Al ways “RC.”

(e) The last four or five positions: |t will contain an al pha/ nuneric serial
nunber assigned at the discretion of the issuing activity. The four/five
digit serial nunmber will be right justified and preceded by zeros.

(3) BLOCK 3 - Reference Number. Before an activity can i ssue a NAVCOWPT
Form 2276, it nmust be in receipt of sone form of authorization of funds, such
as an operating budget, allotnment, Project Directive, or Advice of Project
Funds. It is the docunment nunber assigned to such authorization of funds that
is entered into this block.

(4) BLOCK 4 - Funds Expire On. Show the date the cited funds will expire.
This is the date by which an obligation nust be nmade. |n other words,
resulting contracts nust be fully executed (signed) by both the contractor and
the governnent contracting officer on or before the date appearing in this
bl ock.

(5) BLOCK 5 - DMS (Defense Materials System) Rating. The DMS has been
superseded by the Defense Priorities and All ocations System (DPAS). [|f not
applicable | eave this block blank. [If the materials or services to be
acquired are in support of a program which has been assigned a rating under
t he DPAS Regul ation (15 CFR 350), and the contract is to be rated, the
approved rating appears in this block. The rating should consist of DO or DX
foll owed by the programidentification synbol; e.g., DO A7 would be a DO rated
contract for electronic or communications equi pnment. Cenerally, DX rated
orders take precedent over DO or unrated orders and DO rated orders take
precedent over unrated orders. \When appropriate, the DO or DX rating will be
assigned by the custonmer activity. The contracting office does not have
authority to assign a DPAS rating; however, it may assist the custoner
activity in determ ning the appropriate programidentification synbol. In



addition to the DPAS Regul ation, the programidentification synmbols may be
found in the Departnment of Defense Procurenment Codi ng Manual (DOD

4105.61(series)) on the internet at http://webl.whs.osd.mil/diorhome.htm.

(6) BLOCK 6 - Priority

Uniform Material Movement and Issue Priority System (UMMIPS). Cite the
appropriate priority designator in accordance with OPNAVI NST 4614. 1(series) on
the internet at http://neds.nebt.daps.mil/Directives/dirindex.html. UMM PS priority
designators will be used as a tool in conjunction with material required dates
in establishing procurenent workload priorities.

(7) BLOCK 7 - Required Delivery Date. Specify a realistic delivery date
(e.g., 30 Sep 01). Consider both our contracting process and contractor's
production process to acquire the goods or services. |If early delivery or
partial delivery is acceptable, this should also be noted.

(@) Requisition Lead Time. The tinme fromcustoner activity's initial
preparation of a requisition through receipt of a ready RCP at the contracting
activity. Electronic transmission is highly reconmended (see paragraph 2.a
above). A “ready RCP” neans one that contains all the required
justifications, approvals, and data necessary to initiate procurenent.

(b) Procurement Administration Lead Time (PALT). The nunber of cal endar
days that el apse fromreceipt of the RCP in the contracting office to the
effective award date of the contract or order. Procurenent planning should
allow the contracting office sufficient time to obligate funds in a
node which allows for maximum conpetition and/or nmeani ngful negotiations in
order to obtain the best val ue supplies and services. The PALT target for
| arge purchases and SAP Test Program procurenents in the General Contracting
Branch, Contracting Division, FECD, FISC Yokosuka is as follows:

Procurement for Commercial Items Using the SAP Test Program

Type of Evaluation/Award Number of Days (PALT)
LPwW/APP(*1) 35 days
LPTA(*2) 45 days
Tradeoffs(*3) 60 days

LPTA-based Procurement

Dollar Threshold (PALT)
Up to $1,000,000 60 days



$1,000,001 to $100,000,000 90 days
Over $100,000,001 120 days

Tradeoff-based Procurement

Dollar Threshold (PALT)

Up to $500,000 75 days
$500,001 to $100,000,000 100 days
Over $100,000,001 150 days

(*1) Lowest Price with Acceptabl e Past Performance (LPw APP) Source Sel ection
Process - This process is appropriate when best value is expected to result
fromsel ection of the | owest eval uated price proposal w th acceptabl e past
per formance i nformation.

(*2) Lowest Price Technically Acceptable (LPTA) Source Sel ection Process —
This process is appropriate when best value is expected to result from

sel ection of the technically acceptable proposal with the | owest eval uated
price. When using this process, your requisition nmust identify the eval uation
factors and significant subfactors that establish the technical requirenents
of acceptability that shall be set forth in the solicitation

(*3) Tradeoff Process - This process is appropriate when it may be in the best
i nterest of the Governnment to consider award to other than the | owest priced
of feror or other than the highest technically rated offeror. Wen using this
process, your requisition nust identify (a) all evaluation factors and
significant subfactors that will affect contract award and their relative

i nportance that shall be set forth in the solicitation and (b) the information
as to whether all evaluation factors other than cost or price, when conbined,
are significantly nore inportant than; approximtely equal to, or
significantly | ess inportant than cost or price.

Important! -- The above PALT targets were derived from historical
informati on. Therefore, they m ght vary depending on the conplexity of the
requi renment.

(c) Production Lead Time. The tinme fromthe effective date of the
contract to the delivery date specified in the contract. The delivery date
nmust be an actual date, or a specified nunmber of days after date
of contract, rather than “ASAP’ (as soon as possible). A required delivery
date is a date of such inportance that nmeeting it justifies paying a prem um
If the required delivery date is such that upon its passing, the urgency of
the requirenent dimnishes (e.g. the sailing of a ship), this should be made
clear in the RCP. Unreasonable delivery dates at best cost extra noney. At
worst, vendors will not bid or will protest a solicitation with unreasonabl e
delivery dates. Both actions will normally delay award far beyond what woul d
have originally been a reasonable delivery date.




(8) BLOCK 8 - Amendment Number. When t he NAVCOWPT Form 2276 is
initially issued the word “BASIC" should be placed in this block. A
sequential nunber, comencing with “001,” will be assigned by the custoner
activity to identify each anendnent to the original (basic) docunent.

(9) BLOCK 9 -From. Specify the name, address and zip code of the
custoner activity.

(10) BLOCK 10 - For Details Contact. Often contract specialists nust contact
someone know edgeabl e about the requirenment to resolve any questions that
arise prior to or during the solicitation or selection process. Therefore,
your requisition should identify a point of contact (nanme of activity, nane,
code, mailing address and tel ephone number) responsible to coordinate
di scussions with the contracting office. This information is extrenely
critical to the timely processing of your request.

(11) BLOCK 11 -To. Enter the name, specific address, zip code and Unit
Identification Code (U C) of the activity which will be awardi ng your the
contract/order. The address should include the building nunber or other
specific location. The follow ng should be nornmally specified in this block
when you submit to FI SC Yokosuka:

N62649 Commaendi ng Offi cer
Attn: Code 200

FI SC Yokosuka

PSC 473 Box 11

FPO AP 96349- 1500

(12) BLOCK 12 - Invoice Address. The nane and address of the organization
or activity to whomthe contractor's invoice(s) are to be mail ed.

Important! — DoN has established a policy for the use of the Governnentw de
Commerci al Purchase Card (GCPC) as a paynment nethod. |f possible, use this
paynment method and identify such intent on your requisition. Procedures for
the use of GCPC as a paynent nethod should be in accordance with the DoN
Policies and Procedures for the Inplenentation of the GCPC, NAVSUPI NST

4200. 94(series) on the internet at http://www.nll.navsup.navy.mil/nll/getdata.cfm.

&
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(13) BLOCK 13 - Accounting Data to Be Cited on Resulting Contracts




(a) General. Nornmally, full and conplete accounting data should be
furnished for the total estimated cost.

(b) Accounting Classification Reference Numbers (ACRNs). This will be
assigned to each line of accounting classification data cited, commencing with
"AA" in accordance with DFARS 204. 7107 and the MIlitary Standard Contract
Adm ni stration Procedures (MLSCAP) System \Where there is one |line of
accounting, the ACRN will always be "AA".

i. Firm Fixed Price Contract/Order - Cite conpl ete accounting data
and total value. For new solicitation, provide estinmted value. For

exerci sing an option year, provide actual value in the contract/order. |If
performance begins 1 October and funds are not currently available, state
"Funds will be available 1 October 20XX, unless advised to the contrary."

ii. Indefinite Delivery Requirements Contract - Specify type of funds
to be used such as “O&M N’ or “NWCF (Navy Working Capital Fund),” and state
"Funds will be provided for each delivery order." Provide an estimted anmount
of the requirement for the basic termas well as individual option ternms if
options are contenpl at ed.

iii. Indefinite Delivery Indefinite Quantity (IDIQ) Contract - Provide
accounting data and funds to cover the m nimum guarant ee/ anount that should be
obligated at the time of award (see FAR 16.504(a)). |If performance begins 1
Oct ober and funds are not currently available, state "Funds will be avail able
1 Cctober 20XX, unless advised to the contrary."

(c) Unfunded RCP. If certain conditions are nmet, a requisition my
be submitted on an unfunded basis when the requiring activity expects funding
or funding is in process. Wth an unfunded requisition, the contracting
of fice can proceed with the procurenent up to negotiation. However, adequate
funds nust be provided before the contracting officer signs an award
i nstrument. Contact FECD for nore gui dance.

(14) BLOCK 14 - Authority to Increase Funding. Funds specified shall not be
exceeded without prior witten approval fromthe requesting activity.
It also neans that contractual action will stop until additional funds are
provi ded. Requiring activity is requested to prepare accurate but al so
sufficient estimted anount carefully. See subparagraph (15)(g) bel ow al so.

(15) BLOCK 15 - Screening. Originators shoul d check whether or not the
items being requested are included in the Interservice Supply Support Program
before preparing this form Renmenber, NAVCOMPT Form 2276 shoul d be used only
for requesting contractual procurenment or |ocal purchase of materials/
services. Custoner Service Department (Code 105), FISC Yokosuka will first
conduct technical screening of your requisitions to determ ne whether or not
the required itens are non-standard. |f your requesting itens are found to be
avail abl e from exi sting Governnent stocks by technical screening, the RCP will
be returned for you to prepare appropriate formfor stock itens.



(@) BLOCK 15A - ACRN. \When appropriate, each itemdescription wll
be identified with its respective |ine of accounting data through the use of
the ACRNs. See Block 13, subparagraph (b) above for additional information.

(b) BLOCK 15B - Item Number. Each item including data items, nust be
nunber ed.

(c) BLOCK 15C - FSC (Federal Supply Class). |f possible, show the FSC

for each line itemof material. A listing of FSCs can be found in DoD
Procurenent Codi ng Manual on the internet at http://webl.osd.mil/diorhome.htm.
The Customer Service Departnment will identify FSC of requesting

mat eri al s/services at the tine of screening if no FSC information is
identified on a requisition

(d) BLOCK 15D - Description

i. Describe the itemor service to be purchased. All supplies or
services which are consi dered obtai nable through one purchase transaction
shoul d be included on one RCP to facilitate consolidated purchasing. The
Standard Form 36, specifications, or plain bond paper nmay be used as
continuation sheets. It is no exaggeration to say that the supplies or
services you receive are alnost all dependent on the quality of the
speci fications or work statement you provide on RCP. Your specifications or
statement of work nust be clear and precise not only to yourself, but also to
contract specialists who will buy your desired item to prospective
contractors who will bid on the item and to the government personnel who
receive the item See Chapter |l of this guide for additional information how
to prepare your needs. In addition, you nmay have various sanples in the RFP

Qual ity Assurance, Turbo Streanmliner on the internet at http://www.acq-
ref.navy.mil/turbo2/index nn.html.

ii. Balance of Paynments Program (BOP) - Specify applicable
exception fromthe BOP for the proposed acquisition. FAR or DFARS authorizes
BOP exceptions that the foll owing procurenment can only be performed in the
country concer ned:

A. FAR 25.303(b)(1): A requirenment can only be filled by a
foreign end product or service, and that it is not feasible to forgo filling
it or to provide a donestic substitute(*4);

B. DFARS 225.302(1)(ii): Services which are perfornmed
outside U. S, ;

C. DFARS 225.302(4) (i) through (vi): Supplies/services
listed i n DFARS 225.302(4), such as maintenance and repair of, and acquisition
of spare parts for, foreign-nmanufactured vehicles, equipnment, machinery, and
systens (provided, in the case of spare parts, the acquisition is restricted



to the original manufacturer or its supplier in accordance with DOD
st andardi zati on policy), industrial gases, brand drugs specified by the
Def ense Medi cal Materiel Board, bulk construction materials, etc.; or

D. FAR 25.303(f): An acquisition price of donestic end
product exceeds 150% of foreign end product price (unreasonable cost in the
U S)(*4).

(*4) — FAR Case 1999-616 dated 11 Sep 00 proposed a rule to renove the BOP as
a policy within DoD, in conjunction with the proposed elinination of the

burden for civilian agencies. However, this has not still becone a fina
rule, yet. Once FAR Subpart 25.3 and DFARS Subpart 225.3 are changed, this PR
preparation guide will also incorporate such changes.

Important! - I f FAR 25.303(b)(1) or FAR 25.303(f) is used, a BOP justification
nmust be attached to the requisition (see DFARS 225.302). Sanple BOP
justification is attached to this guide for your convenience (Attachnent (2)).

Important! -- One of the above BOP authority nust be specified in Block 15D
If you are not sure about assigning the above BOP exception, contact the
General Contracting Branch for assistance.

Important! — If the estinmated total value of the foreign acquisition for
supplies, including the value of all option quantities or option terms, is
$177,000 or nore, the Trade Agreement Act (TAA) applies unless otherw se the
proposed acquisition is exenpted by one of the exceptions set forth in FAR
25.401. This dollar threshold is subject to revision by the U S. Trade
Representati ve approxi mately every two years (FAR 25.403(b)).

(e) BLOCK 15E - Quantity. Indicate the quantity required. This nunber
nmust relate to the unit identified in the next colum.

Exanmpl e: |If buying one service for 12 nonths, indicate the quantity
either “1 lot” or "12 nonths."

For indefinite delivery type contracts (I1DTCs) or orders (IDTPGs), furnish the
followi ng information:

i M ni rum dol | ar val ue or quantity you expect to order at any
one tine.

ii. Maxinmumdollar value or quantity of any order for a single
item

iii. Maximum dollar value or quantity of an order for a
conbi nation of itemns.




iv. Total estimated quantity of each item expected to be ordered
during the period of the contract/order or each option year
i f applicable.

() BLOCK 15F -Unit. Indicate unit of issue; e.g., each, job, pound,
kg, ton, day, nonth, etc. Be as realistic as possible.

(g9) BLOCK 15G - Estimated Unit Price. Indicate the estimted unit price
for each item Be as realistic as possible. Check previous prices paid,
publ i shed price lists, independent Governnent estinmates, etc. Provide an
expl anation of how the estinmate was derived. Excessive estimates tie up funds
whi ch could be used for other purposes. Underestimating delays contract award
since award cannot be nmade until the conmitted amount is increased in witing
by customer activity.

(h) BLOCK 15H - Estimated Total Price. Miltiply the unit price by the
guantity requested.

(i) BLOCK 151 -Grand Total. Place the total, or estimated total, value
of columm 15H in this bl ock.

(16) BLOCK 16 - Attachments. Advi se you attach pages for additional
information; i.e., delivery schedul es, preservation and packi ng instructions,
shi pping instructions, distribution of contract, or any other special
instructions related to the RCP.

(17) BLOCK 17 - Transportation Allotment. [|f shipment is to be Free On
Board (FOB) origin delivery, the chargeable transportation accounting data
must be specified (see NAVSUP Manual, Volune I|1).

(18) BLOCK 18 - Authorized Signature. Type in the nane and title of the
aut horizing official, and have this person sign and date the form when
conpl et e.

3. Point of Contact at FECD, FISC Yokosuka

Contracting officers (Code 201.2; DSN 243-8404 or Code 201.21; DSN 243-
7622) will assist your questions about conpleting a requisition, NAVCOMPT Form
2276.
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CHAPTER|
ADDITIONAL DATA TO SUPPLEMENT NAVCOMPT FORM 2276

1. Way to Describe Your Needs - Commercial Items

10 U.S. C. 2377 requires that the Secretary or Defense ensure that, to the
maxi mum ext ent practicable, when procuring supplies or services within the
Department of Defense, the requirenents be stated in terms of functions to be
performed, performance required, or essential physical characteristics. Such
requi rements should be defined so that comercial items or nondevel opnment a
items (NDI) may be procured. The word “conmercial” is being an integral part
of the ongoing and future of the Governnent procurenent, and the enphasis on
buying comrercial itemis a matter of |aw, regulation and policy. Far
12.201(b) requires agencies to acquire comercial items or ND when they are
avail able to nmeet the needs of the agency. This section will provide you

gui dance to understand, process, and obtain commercial itenms successfully.
See FAR Part 11 and DFARS Part 211 for further information on describing
agency needs.

Conmmercial off-the-shelf (COTS) itenms and NDI are not synonynous. However, a
NDI fits the FAR Part 2 definition of commercial itemif the procuring agency
determ nes the item was devel oped exclusively at private expense and sold in
substantial quantities, on a conpetitive basis, to multiple State and | oca
governnments. Commercial itens shall be acquired using specifications that
describe the itemin ternms of the performance required and the form fit and
function or other essential physical characteristics. Acquisition of
commercial items and NDI encourages offerors to supply comercial itens as
much as possible, |lessens costs, and reduces acquisition cycle, while
obt ai ni ng the nost advanced technol ogy.

DoD has transitioned fromreliance on nilitary specifications and standards to
wi despread use of commercial item descriptions that include performance based
statements of work and comrercial specifications and standards. Mlitary

uni que requirements are now the exception rather than the rule. Refer to
Turbo SpecRight! on Internet at http://www.acg-ref.navy.mil/specright for obtai ni ng
assi stance in devel opi ng performance-based specifications. The use of
mlitary specifications and standards is authorized as a last resort, with an
appropriate waiver.
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Caution! — The use of mlitary specifications and standards when purchasi ng
new systens, major nodifications, or upgrades to current systenms is only
aut hori zed when appropriate waivers have been granted. The npbst up-to-date
i nformati on on DoN departnment-wi de waivers is on the Internet at

http://www.acg-ref.navy.mil/waiv.html.

2. What Is a Commercial ltem?

“Commercial itens” are defined as follows (FAR 2.101(b)):

a. Any item other than real property, that is of a type customarily used
for nongovernnental purposes and that (1) has been sold, |eased, or |licensed
to the general public, or, (2) has been offered for sale, |ease, or license to
the general public;

b. Any itemthat evolved froman item described in paragraph (1) above
t hrough advances in technol ogy or performance and that is not yet available in
the comrerci al nmarketplace, but will be available in the commercia
mar ket place in tine to satisfy the delivery requirenent under a Governnent
solicitation;

c. Any itemthat would satisfy criterion expressed in paragraphs a. and b
above, but for (1) nodifications of a type customarily available in the
comrerci al market place, or, (2) mnor nodifications of a type not customarily
available in the commercial market place nmade to neet Federal Governnent
requi rements. M nor nodifications nmean nodifications that do not
significantly alter the nongovernnental function or essential physica
characteristics of an item or conponent, or change the purpose of a process.
Factors to be considered in determ ning whether a nodification is mnor
i nclude the value and size of the final product. Dollar values and
percent ages nmay be used as gui deposts, but are not concl usive evidence that a
nodi fication is mnor

d. Any conbination of itens neeting the requirenents of paragraphs a., b.
c., or e. herein that are of a type customarily conmbined and sold in
conmbi nation to the general public;

Information! - Wen a commercial item and commrercial service are m xed and

mat ched, the outconme is a comrercial item For exanple, you purchase a
conput er package that includes the conputer, software, training and repair and
mai nt enance services, the package becones a conmercial item

e. Installation services, nmaintenance services, repair services, training
services, and other services if such services are procured for support of an
itemreferred to in paragraphs a., b., c., or d. herein, and if the source of
such services --




(1) O fers such services to the general public and the Federal Governnent
cont enpor aneously and under sinmilar terns and conditions; and
(2) O fers to use the sane work force for providing the Federa
Governnment with such services as the source uses for providing such
services to the general public;

Information! - Services that are needed to support a comercial itemare
commercial items thenselves if they are offered to both the public and the
Governnment under simlar terns and conditions and use the same workforce for
enpl oyees to performthe services. For exanple, if the Governnment purchases a
conputer, the installation, maintenance, repair, etc. would al so be commercia
items as long as they conply with the qualifiers (1) and (2) above.

f. Services of a type offered and sold conpetitively in substantia
quantities in the comrercial marketpl ace based on established catal og or
mar ket prices for specific tasks performed under standard commercial terms and
conditions. This does not include services that are sold based on hourly
rates wi thout an established catal og or nmarket price for a specific service
per f or med;

g. Any item conbination of itens, or service referred to in paragraphs a.
through f., notwi thstanding the fact that the item conbination of itens, or
service is transferred between or anobng separate divisions, subsidiaries, or
affiliates of a contractor; or

Information! - A commercial itemis still a conmercial itemif it nmeets all the
paraneters we have covered, even though it noves from one division of the
conpany to anot her.

h. A NDI (item devel oped exclusively for governnmental purposes by a Federa
agency/ |l ocal governments with which the U. S. has a nutual defense cooperation
agreenent), if the procuring agency determ nes the item was devel oped
exclusively at private expense and sold in substantial quantities, on a
conpetitive basis, to nultiple State and | ocal governnents.

Summary! - The two key el enents of conmercial itens are the capacity and
capability of the comrercial marketplace to neet the user’s needs. Renenber,
the objective of enphasizing the use of comercial itens is to obtain the best
avail abl e product, at the best cost, and in less tine.

=
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For further guidance regarding definitions of conmercial itenms, contact FECD
(ext. 243-7622/8404).

3. Market Research (FAR Part 10): In order to purchase comrercial itens
effectively, it is inportant for you to know the conmerci al marketpl ace

t hrough “market research.” The supplies or services received are
substantially dependent on the quality of the specification or statenent of
work (SOW you provide to us. Market research is the key for you to deternine
whet her your needs can be nmet by commercial itens, or whether new devel opnent
will be required, before you prepare a purchase request.

a. Definition (FAR 2.101(b)). “Market research” nmeans coll ecting and anal yzi ng
i nformati on about the capabilities within the nmarket to satisfy agency needs.

b. Policy (FAR 10.001(d)). Agency nust —

(1) Ensure that legitimte needs are identified and tradeoffs eval uated
to acquire itens that neet those needs; and

(2) Conduct market research appropriate to the circunstances -

(a) Before devel opi ng new requi renents docunments for an acquisition by
t hat agency;

(b) Before soliciting offers for acquisitions with an estinmated val ue
in excess of the sinplified acquisition threshold (SAT);

(c) Before soliciting offers for acquisitions with an estinmated val ue
| ess than the SAT when adequate information is not avail able and
the circunstances justify its cost; and

(d) Before soliciting CONUS offers for acquisitions that could lead to
a bundl ed contract (FAR 2.101(b)).

Cc. Through market research, determ ne or ensure the follow ng -
(1) If sources capable of satisfying your requirenments exist;

(2) If comrercial itens or, to the extent commercial itens suitable to
nmeet your needs are not available, NDI are avail able that -

(a) Meet your requirenents;

(b) Could be nodified to neet your requirenents; or

(c) Could neet your requirenents if those requirenments were nodified
to a reasonabl e extent;

(3) Determ ne the extent to which comercial itens or NDI could be
i ncorporated at the conmponent |evel;

(4) The practices of firnms engaged in producing, distributing, and

supporting commercial items, such as terns for warranties, buyer
financi ng, mmi ntenance and packagi ng, and marki ng;
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(5) Maxi mum practicable use of recovered materials (FAR Subpart 23.4) and
pronmot e energy conservation and efficiency; and

(6) Whet her bundling is necessary and justified (FAR 7.107).

Caution! -- When conducti ng market research, you should not request potential
sources to provide you nore than the m nimum i nformtion necessary. Refrain
fromtelling the prospective offerors how to neet your requirenments. FECD
personnel are available to help you conduct nmarket research or jointly conduct
mar ket research with your activity.

4. How to State Your Requirements

The supplies or services you receive are alnost totally dependent on the
quality of the purchase description, specifications, statement of work, or
statement of objectives, that acconplishes your purchase request. The
description, specifications, statement of work, or statenment of objectives
nmust be clear and precise not only to you, but also to the contract speciali st
who will buy the desired item prospective contractors who will bid to provide
the item and the activity that will receive the supplies or services for the
Government. Your request should (a) only include the Governnent’s actua

m ni mum needs, (b) describe the supplies and/or services in a manner
designated to promote full and open conpetition, and (c) allow for the
acquisition of commercial itens or NDI when they are available to neet the
needs of your command or the custoner activity. There are several nethods
avail abl e for defining your requirenment -

Pur chase Descri ptions

Speci fications

- Non- Governnent specifications and standards

- Conmercial itemdescriptions (ClDs)

- Federal and mlitary specifications and standards
St at ement of Work

St atenent of Objectives

a. Purchase Descriptions. A purchase description sets forth the essentia
physi cal and functional characteristics of the supply or service required.
Exanpl es of physical and functional requirenents include —

Common nonencl ature
Kind of materi al
El ectrical data, if any
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Di mensi ons, size, or capacity
Princi pl es of operation

Restrictive environnental conditions
I nt ended use

Caution! — Purchase descriptions should NOT be witten to specify a product or
particul ar feature of a product peculiar to only one manufacturer, thereby
precl udi ng consi deration of a product nmanufactured by anot her conpany, unless
it is determned, in witing (e.g., sole source justification), that
particul ar features are essential to nmeeting the Governnent’s m ni mum needs
and that sinmilar products do not have these features.

A purchase description may describe requirements in several ways, using
“performance,” “design,” or “brand nanme or equal” specifications, as
appropriate —

(1) Performance descriptions set forth performance characteristics of the
required item In such descriptions, design nmeasurenent and other details are
NOT stated as they will be restrictive in conpetition. The contractor accepts
responsibility for design, engineering, and the achi evenent of the stated
performance characteristics.

When you prepare your performance specifications, state requirenents in terns
of -

(a) Functions to be performed (Wat functions?)
(b) Performance required (How well ?)
(c) Essential physical characteristics (In what environment?)

and define requirenents in terns of -

(d) Encourage commercial itenms (first choice); or
(e) Nondevel opnental itens (second choice.)

Sample
RESTRICTIVE

Motor, electric, 117 VAC, 60Hz, single phase, open drip proof; 5-
1/4 HP;, frane size 215, rotation CCW single shaft ball bearing,
conti nuous duty, 50 PC anbient tenperature operation 1800 RPM

di rensions; 12 1/8" dianmeter of housing, length 15". Mounting: 4
screws centered on 3-13/32" radius circle, equally spaced. Wi ght
24 pounds. Wth 32" connection wire sheathed i n CRES 306 Bomnbay,
Inc., protective flexible covering 1/16" thick
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NON-RESTRICTIVE

Motor, electric, 117 VAC, 60Hz, single phase, open drip proof;

m nimum 5 HP; franme size 215, rotation CCW single shaft bal
bearing. Continuous duty, 50 degree C anbient tenperature
operation: 1700-1900 RPM  Maxi mum di mensions 2ft. by 2 ft. by 2
ft. Maxi num wei ght 35 pounds. Wth at |east 30" connection wire,
flexible nmetal sheathed covering at |east 1/16" thick

Important! -- All ow maxi mum and/ or m ni mum di mensi ons as much as possi bl e.
Important! -- Inconplete or missing data | eads to del ays/cancel | ati ons or

recei pt of supplies and services, which do not nmeet your needs.

(2) Design descriptions set forth preci se neasurenents, tol erances,
materials, tests, quality control, inspection requirenents and other specific
information. Under this type of specification, the Governnment is responsible
for the design and is, therefore, also responsible for om ssions, errors, and
di screpancies in the specifications and draw ngs.

A det ai |l ed-desi gn docunent tells the contractor what the requirenments are and
how to neet them Telling people how to do sonething takes volunmes while
killing innovation and creativity. As opposed, telling people what you want
an itemto do takes fewer words and allows themto use their ingenuity to
satisfy your need. However, sonetines a detail ed-design docunent is required.
A good exanple is the Presidential Seal. The specifics of color, size,
synmbol, material, etc., have to be stated in detail to neet the need.

In preparing a design description, identify specific design characteristics,
such as -

preci se measurenents
t ol er ances

mat eri al s
tests/quality control

Additionally, the Governnment provides draw ngs.

Sample
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INCORRECT

Hydraul i c actuator, drawi ng SS845-218073

CORRECT

Hydraul i c actuator, two-position, 180 degrees rotation; 31,000

i nch-pounds mexi mum torque; NAVSHI PS (BUSHI PS) drawi ng SS845-
2180730, revision B (enclosed/attached). |f alum numalloys are
used as part of the pressure containing envel ope of the actuator
requi red hereunder, the alum num all oy 6061-T6 shall have design
adequacy verified by stress analysis. Stress analysis shal

i nclude fatigue analysis with a m ni num of 50,000 cycles from
3,000 psi to 50 psi back to 3,000 psi. Three (3) copies of the
stress analysis shall be forwarded for approval to -

Contracting Oficer
Navy Field Contracting Activity
Addr ess

Cal cul at ed conpressive or tensile stress (using applicable stress
concentration factors) in excess of 17,000 psi shall be cause for
rejection of design.

If alum num all oys are used as descri bed above, the alloy shal
conformto Alum num Al |l oy, Forging, Heat Treated, Federa
Specification ML-A-22771B(ASG dated 18 Septenber 1984, with
Amendnent 1 thereto dated 23 February 1986, Alloy 6061-T6
(mechanically stress relieved tenper.)

(3) Cenerally, the “m ni mum accept abl e” conpetitive purchase description
is the use of brand nane or equal description. Brand name or equal is
intended to be descriptive, not restrictive. This type of description should
be used to provide the characteristics and the level of quality that wll
satisfy the Governnent’s m ni num needs. The itemis identified by including
names of representative manufacturers’ products or brands with applicable
cat al og nunber s/ dat es/ pages, followed by the words “or equal” so as not to
limt conpetition to the particular products or brands named. If multiple
manuf acturers’ products will reasonably neet your needs, all such products
shoul d be identified. These purchase descriptions nust state the m ni mum
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essential requirements and specific salient physical, functional and other
features necessary to neet your needs. The reason for this is to permt
products that you did not specifically name to conpete for the requiremnent.

Caution! - The use of this purchase description, fornmerly in conmpbn use to
acquire comercial itens, is prohibited for requirenents over the SAT
(currently $100,000) since it tends to discourage industry fromoffering
alternative solutions. Exceptions to this policy nust be submtted to

ASN( RD&A) ABM for approval. Approval will nornmally be considered only if
supported by market research identifying at |east two acceptabl e brand nane
products.

b. Specifications and Standards. It is a DoD policy that in the selection of
speci fications and standards preference be given to using comrercial practices
and non-governnent specifications/standards. The use of mlitary
speci fications and standards is authorized as a |last resort, with an
appropriate wai ver.

Caution! — The use of military specifications and standards when purchasi ng
new systens, major nodifications, or upgrades to current systems is only
aut hori zed when appropri ate wai vers have been granted. The npst up-to-date
i nformati on on DoN Departnent-w de waivers is on the Internet at

http://www.acg-ref.navy.mil/waiv.html.

(1) Non-Government Specifications and Standards. St andardi zati on docunents
devel oped by private sector associations, organizations, and technica
soci eti es which plan, devel op, establish, or coordinate standards,
speci fi cations, handbooks, or related docunents.

(2) Commercial Item Description (CID). A sinplified product description or
speci fication that describes by salient functional or perfornmance
characteristics the avail able, acceptable comercial products that will
satisfy the Governnent’s needs. ClDs are prepared under guidelines issued by
the General Services Adm nistration, Federal Supply Service and are listed in
the DoD I ndex of Specifications and Standards. ClIDs are useful in adding
definition to and augmenti ng non-governnment standards, which are not
sufficiently definitive for procurenent use.

(3) Federal and Military Specifications and Standards. When material is
requested in accordance with Mlitary or Federal Specifications, al
information called for under “Ordering Date,” generally paragraph 6.2 of the
speci fication, nmust be furnished. |If the required material needs conformonly
in part to an existing specification, the exact deviation nust be stated and
the foll owing statenent added -
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“Except as specifically covered by the (above/bel ow) stated
requi renents, the material will be in strict accordance with specification
(nunber and date).”

(4) Federal Specifications and Standards. Federal specifications and
st andards should be used where it is determned that a commercially avail abl e
mat eri al, product, process, procedure, practice, or nethod exists, but
speci fic design, performance, interface, or other essential characteristics
cannot be adequately described by a non-governnent standard or CID

(5) Military Specifications. Docunents prepared specifically to support
acqui sitions which clearly and accurately describe essential technica
requi renents for systems, subsystens, itens, materials, or products that are
intrinsically mlitary in character or are used in, or in support of, weapon
systens and involve an essential systemfunction o interface. Mlitary
specifications are listed in the DoD I ndex of Specifications and Standards.

Caution! — Mlitary specifications should only be used when non-gover nnent
speci fications, ClDs, or Federal specifications are not avail able or
i nappropri ate.

(6) Military Standards. M litary standards are documents, which establish
engi neering and technical requirements for processes, procedures, practices,
and net hods that have been adopted as standard nmilitary practice. Mlitary
standards are listed in the DoD I ndex of Specifications and Standards.

Caution! — Mlitary standards should only be used when non-gover nnent
st andards and Federal standards are not available or inappropriate.

c. Statements of Work. A statenment of work (SOW is used to describe
requi renents for services, and research and devel opnent efforts. There are
several key precepts to followin preparing a SON The SOW shoul d be as cl ear
and brief as possible, witten in plain English, and free of anbiguity and
i nternal inconsistency. “Performance based” contracting is becom ng the rule,
rather than the exception, in Navy contracting. It should be “performance
based,” meani ng the Governnment should tell the contractor what to do, but not
how to do it. Statenments of Objectives (SOO nmmy be utilized to convey the
requi red outcome of contract performance, with the contractor subsequently
preparing the SOWfromthe SOO. Hints for witing a perfornmance-based SOV are

avail able on the Internet at http://www.acg-ref.navy.mil/turbo/34.html.

= %
Lo

G2’

The OFPP has established the followi ng checklist for drafters of performance
based service acquisition (PBSA) SOW —
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MINIMUM MANDATORY PBSA REQUIREMENTS

(1) Performance requirenents that define the work in neasurable, m ssion-
related termns.

(2) Performance standards (i.e., quality, quantity, and tineliness) tied
to the perfornmance requirenents.

(3) A Governnent quality assurance (QA) plan that describes how the
contractor’s performance will be neasured agai nst the performance
st andar ds.

(4)1f the acquisition is either critical to agency m ssion
acconplishnment or requires relatively |arge expenditures of funds,
positive and negative incentives tied to the Governnment QA pl an
measur enent s.

ADDITIONAL PBSA COMPONENTS

(5) An historic workl oad analysis is performed, or the workload is
estimated if historic data is unavailable, to aid in determning the
performance requirenents and standards, Government QA plan, and
i ncentives.

(6) The solicitation and contract/task order convey a logical, easily
under st ood fl ow anong performance requirenments, performance
standards, Governnent QA plan, and performance incentives.

(7) Process-oriented requirements (e.g., job descriptions, education
requi renents, level-of-effort) and reports are elinmnated to the
maxi mum f easi bl e extent.

(8) Governnent QA performance eval uators assigned to assess contractor
performance are trained in PBSA

(9) Conmerci al and/or industry-w de performance standards, where
avail abl e, are relied upon.

(10) The market pl ace and ot her stakehol ders are provided the opportunity
to comment on draft performance requirenents and standards, the
Governnment QA plan, and perfornmance incentives

(11) If the size of the requirenent justifies the resource expenditures,
potential offerors are given the opportunity to | earn nore about
the “as is” operation to facilitate their ability to devel op
intelligent proposals. (The custoner activity may at |east offer a
site visit for prospective offerors.)

(12) The contract or a task order is fixed-price.

(13) The contract or a task order is conpletion type (vs. termtype or
| evel -of -effort).

(14) Multiyear contracting authority is used where available and
aut hori zed.

(15) Experience and | essons |earned from predecessor acquisitions are
used to convert recurring requirenments to PBSA
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Sample

CLASSICAL “HOW-TO” SOW

The Contractor shall cut the grass once a week from1 April
t hrough 31 October 2001 using Snapper |awn nowers.

PBSA SOW

The Contractor shall nmow periodically to naintain grass at a
hei ght of 2” to 3” with a uniform appearance.

Information! — Drafters for PBSA SONmay find nore sanples on the Internet at
http://www.acg-ref.navy.mil/turbo2/index nn.html (Performance-Based Service) and
http://www.abm.rda.hqg.navy.mil/sc _guide/sow.html.

Custoner activities may find it sinpler to prepare a PBSA SOVNfor a new

requi renent, vice converting an old “how to” SOWNfor a foll owon requirenment.
For the new requirenent, nmerely draft a brief document that clearly states the
requi red outconme in nmeasurable terns. However, conversion to a PBSA SOWNVis
necessary for followon requirements, but this is likely to i nvoke an
enotional debate. Argunments for not making the conversion will likely

i nclude: “W have done it the old way for 20 years. The old way is good
enough. We don’t have tinme to nmake the conversion to PBSA. W cannot afford
to convert to PBSA. | don’'t want to take the risks associated with the
conversion. Qur custoners are satisfied with the status quo. Etc. Etc.” 1In
the present environnment the sinple truth is that you cannot afford not to nake
the conversion; it is not difficult; and there is less risk with a PBSA SOW

The foll owi ng services have been acquired successfully, frequently and
hi storically by agencies using PBSA nethods (fixed-price contracts should be
the rule when contracting for these services) -

Nontechnical (“Blue Color”)

Security

Laundry

Grounds mai nt enance
Facility maintenance
Equi pnent repair
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Admi nistrative and clerical support
Conput er nmai nt enance

Aircraft maintenance and test range support
Medi cal

A briefing presented by the Ofice of the Deputy Under Secretary of Defense
(Acquisition Reform) cites the foll owi ng advantages of PBSA, any one of which
fully justifies making the conversion —

| mproved contractor performance

159% +) potential cost savings

Principles of innovation and streamining
Cadre of dependabl e partners

Better understandi ng of objectives
Greater problem solving creativity

Less controversy

d. Statement of Objectives (SOO). This statenment is used in solicitations in
lieu of a SOWand allows maximum flexibility to offerors to design and inprove
t heir own approaches for satisfying Government objectives. [Its content is
typically product-oriented and very streamined. While clearly reflecting al
essential operation requirenents, it does not give direction on how to
acconplish the objectives. The SOO is the common basis for offeror prepared,
detail ed SOWNsubmitted as a part of their proposals. SOOs are relatively
short in length, since they elinmnate virtually all “how to” directions. This
flexibility will frequently result in significant differences in offeror
proposal s, and consequently proposal evaluation may be nore intensive and
| onger than nornmal.

5. Contract Data Requirements List (CDRL)(DD Form 1423): This form should be used
whenever deliverable data is to be provided under the contract. Wen this is
applicable, the customer activity is required to conplete and attach to a
purchase request. However, the formis not required for comrercial data itens
to be delivered concurrently with equi pment/supplies.

Examples of data items

(1) Commerci al manual s

(2) Parts lists

(3) Report of test results
(4) Drawi ngs

(5) Cal cul ati ons

(6) Techni cal manual s

(7) Mai nt enance manual s
(8) Conputer software
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6. DOD Industrial Plant Equipment (IPE) Requisition (DD Form 1419) Certificate of
Nonavailability: Any RCP for new industrial plant equi pnent that has an

acqui sition cost of $15,000 or nore nust be acconpanied by a DD Form 1419
signed by the appropriate representative of the Defense Industrial Plant

Equi pment Center (DIPEC). This formcertifies that no simlar idle equipnent
is available with DOD to satisfy your requirenents. |If the formcites a

M LSPEC, then that M LSPEC nust be referenced in the specifications that form
a part of your total purchase request. Managenent of metal working machinery
and equi pnent (Federal Supply Group 34) | PE has been assigned to the Defense
General Supply Center (DGSC) in Richnmond, VA

7. First Article Approval and Lot Acceptance Test Units: First article approval is
generally used in contracts for large quantities of specially designed itens

and when absolutely necessary. |If a first article provision is appropriate,
speci fy whether the Government or the contractor should performfirst article
testing. |If the Government does the testing, estimte the cost of testing and

submit this information to the contracting office for evaluation purposes. If
the contractor does the testing, the cost of testing should be included in the

estimated unit price. State whether or not the first article will be
destroyed during testing, and if not, specify disposition instructions. Also
specify test requirenents and the date a test report is due. If |ot

acceptance tests units are required, specify how many, whether or not they
wi |l be destroyed during testing, and if not destroyed, whether they will be
consi dered part of the total requirenment. Specify test requirenents and the
date a test report is due.

8. Qualified Products List (QPL): To determine if a product will neet
specification requirenents, the Mlitary or Federal specification of the
requested itemw |l indicate whether that itemhas a QPL or not. A full
listing of QPLs is found in the DOD I ndex of Specifications and Standards. |If
the required itemhas a QPL, supply the QPL nunber and date, and the nanes and
addresses of all qualified firns.

9. Required Approvals for and Regulations Pertaining to Specific Commodities and
Services

a. Products subject to the Trade Agreement Act. When the itens are listed in
DFARS 225.403-70 and the value is over the certain threshold that is currently
$177,000 and revi sed annual |y, the procurement action nmust be synopsized in
the Comrerce Business Daily (CBD). The synopsis procedure takes at |east 60
days and nust be taken into account in the RDD.

b. Required approval pertaining to specific commodities and services. Sone
items/services require special approval docunents. Sonme sanples of docunents
required are as foll ows:

(1) UNI COR wai ver for furniture
(2) Approval from DI PEC

Important! -- Special approval docunents are not linmted to the above itens.
O her itens/services may require different special approvals. Contact FECD
for nore information.
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10.Shipping Instructions: Provi de conpl ete shi pping information and
i nstructions, preservation and packing instructions, and instructions
concerning the distribution of the resulting contract(s) and rel ated

docunents.
] ”
oz Vi

SHYG..,

Loy
Wt hout instructions to the contrary, the contracting officer will designate
the nobst econonmical form of transportation for handling and shi pnent.
Normal |y, premiumtransportation (air freight, air express, etc.) will be used

only when the material is required at its destination before a specific date
whi ch could not otherwi se be net, or when the custoner activity specifically
requires, with supporting justification, some formof prem umtransportation
If the custoner activity has to require specific packing, packagi ng, and/or
preservation in preparation of shipnment, identify themwth applicable

speci fications or standards.

11.Place of Inspection and Acceptance: Specify whet her inspection and acceptance
will be at “source” or “destination.” |If prelimnary inspection at source,
with final acceptance at destination, is requested, the prelimnary inspection
procedures nust be specified. (See FAR 46.402 for “at source” and FAR 46. 403
for “at destination.”)

12.Warranties (FAR Subpart 46.7/DFARS Subpart 246.7): |f the itens are
conmer ci al products, a warranty for a one-year period is normally given and
the cost of warranty is built into the price. Therefore, you do not have to
request the inclusion of a warranty. |If the itens are other than comrercia
products and you want a warranty, you have to justify why a warranty is
required. Warranty costs additional expense. The justification nust discuss
the follow ng factors:

Nat ure and use of the supplies or services,

Warranty cost,

Ability of the governnent to enforce the warranty, and
Vet her or not warranty of the itemis trade practice.

o 0O T Y

13.Use of Government Furnished Property (FAR Subpart 45.3/DFARS Subpart 245.3): | f
the contractor will be authorized to use any Governnent furnished property
(GFP)(e.g., materials, facilities, special tooling, special test equipnent,
and services), the custoner activity is required to identify a detail ed
listing of the property for the contenplated acquisition, including the tine
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and value for the GFP to be provided to the contractor, in the purchase
request.

14.0ption Requirements (FAR Subpart 17.2/DFARS Subpart 217.2): Option provisions
in a contract give the Government the unilateral right, during a specified
period of time, to purchase additional quantities of the supplies or services
requi red under the contract, to extend the period of contract performance, or
to convert froma |lease or rental to a purchase. The need for, or
advisability of, including option provisions nust be fully explained.

Normal |y, option quantities shall not exceed 50% of the initial quantities.

If the desired option quantity exceeds the 50% limtation, sufficient
justification nmust be provided with RCP for the contracting officer to make a
necessary determination and properly docunent the file.

If option provisions are to extend the term of contract, each option shall not
exceed 12-nmonth period and the total duration of contract shall not exceed
five (5) years.

15. Quality Assurance Requirements (FAR Part 46/DFARS Part 246): FAR Part 46
cont ai ns gui dance on the quality function and should be referred to if any
special quality assurance neasures are to be included in the requisition

Specify if 1SO 9000's series is to be used. |If mandatory inspection is
required, so state and furnish the mandatory inspection instructions that wll
be furnished to the inspecting activity. |If special instructions are

necessary, specify the name, code, and phone nunber of the individual who wll
furnish the information, unless the individual is the sane person identified
as the technical contact in Block 10 of NAVCOWT Form 2276.

16. Prior Contracting History: Provi de avail able contracting history including
prior contract nunbers and the names of prior contractors. Provide
performance i nformation on prior contractors, if avail able, regarding
timeliness of deliveries, quality assurance problens, etc.

17.Acquisition Plans (FAR Part 7/DFARS Subpart 207.1)

a. General. The Acquisition Plan (AP) is the docunented results of advance
acqui sition planning. The purpose of this planning is to ensure that the
Governnment neets its needs in the nost effective, econonical, and tinely
manner. The AP shall address all technical, business, managenent, and ot her

significant considerations that will affect the acquisition, in accordance
with the AP requirenents set forth in FAR 7.105. The specific content of each
plan will vary, depending on the nature, circunstances, and phase of the

acquisition. To mininmze the adnmi nistrative burden, conmon acqui sition
strategy paragraphs fromthe Acquisition Strategy Report should al so be used
for the AP.
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(1) Acquisition Planning. Pursuant to DFARS 207. 103

( http://www.acq.osd.mil/dp/dfars/dfars/dfars.ht M) and Chapter 1 of the “DoN
Acqui sition Planning Guide,” APs are required for the foll owing acquisitions -

(@) All ship construction prograns and capital ship Service Life
Ext ensi on Programs (SLEPS).

(b) Acquisitions for devel opment, as defined in FAR 35.001, when the
total cost of all contracts for the acquisition programis estinmted at
$5, 000, 000 or nore.

(c) Acquisitions for production or services when the total cost of all
contracts for the acquisition programis estimted at $30, 000,000 or nore for
all years or $15,000,000 or nore for any fiscal year.

(d) Foreign Mlitary Sales (FMS) requirenents, when the dollar
t hreshol ds above are nmet by either FMS alone or by combined United States and
FMS requi renents.

(e) Informati on Technol ogy (I T) Resources nmanaged under the current
versi on of SECNAVI NSTs 5000. 2(series), with acquisition costs neeting the
foll owi ng thresholds -

i. Comercially available IT equipnent or IT software whose total
contractual cost is estimted at $5,000,000 or nore for all
fiscal years.

ii. |IT services or |IT support services whose total contractual
cost is estimated at $30, 000,000 or nore for all fiscal years,
or $15, 000,000 or npbre in any one year.

() Any other acquisition as designated by the Assistant Secretary of
the Navy (ASN) or higher authority.

(2) Exemptions. Pursuant NAPS 5207.103(c) (ii)
( http://www.abm.rda.hg.navy.mil/napl.html), APs are not required for the
foll owi ng acquisitions -

(@ Mlitary construction.

(b) Conmercial itenms sold in substantial quantities to the general
public (this exenption does not apply to I T resources.)

(c) Spare and repair parts.

(d) Itenms of supply which are managed on a national basis where
requi renents are conputed in accordance with established DoD/ DoN i nventory
managenment policy or regul ation.

(e) Overhaul and/or nodification of naval vessels, small vessels and

crafts (including Mlitary Sealift Command vessels/crafts), and material kits
in support of such effort.
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() Overhaul and/or nodification of engines.

(g) Operation and mai ntenance of weapon test or training ranges.
(h) Ccean towage.

(i) Commrercial Activities.

(J) Architect-engineer services for facilities construction.

(k) Maj or station maintenance and repair.

(I) Component over haul, maintenance, and repair at the depot,
i nternmedi ate or organi zational |evels.

(m)Fi nal buy out or one tine buy which refer to a single contract
whi ch covers all known present and future requirenents, for which funds are
currently avail abl e.

Important! - The exenption froman AP does not apply to nultiyear contracts or
contracts with options or phases.

(3) AP Approval. APs shall be approved by cogni zant HCAs, PEGs, or
DRPMs, or their designees. In addition to the approval signature, the APs
shall be signed by the cogni zant APM Procuring Contracting Oficer (PCO, and
Chi ef of the Contracting Ofice.

For APs prepared by a Naval Supply Systens Comrand (NAVSUP) field contracting
activity, the program manager fromthe activity in which the requirenent
originated shall provide the APM signature and NAVSUP or desi gnee shall

provi de the HCA approval signature.

An approved Acquisition Strategy Report (ASR) nust be identified in order to
obtain AP approval for Acquisition Category (ACAT) progranms. DODlI 5000.2
(Part 11, Section D) states that the AP “cannot be approved until the

Acqui sition Strategy Report has been approved by the m | estone deci sion
authority.” A copy of the approved AP nust be furnished with each J&A

subm tted for ASN(RD&A)/ Deputy API A approval.

(4) Distribution. A copy of the AP is to be distributed to each signatory
after approval.

(5) Preparation. For preparation, see attachment (11) of NAVSUP P-547,
par 2.2 through 2.10 and al so appendi x A

( http://www.nll.navsup.navy.mil/nll/getdata.cfm) .
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18.Source Selection Processes (FAR Subpart 15.1): An agency can obtai n best val ue
in negotiated acquisitions (large contracting) by using any one or a

conbi nati on of source selection approaches. |In different types of
acquisitions, the relative inportance of cost/price or non-cost/price my
vary; in acquisitions where the requirenent is clearly definable and the risk
of unsuccessful contract performance is mnimal, cost or price may be a

domi nant role in source selection. The less definitive the requirenent, the
nore non-cost/price considerations (e.g., technical capability and past
performance) may play a dom nant role in source selection. To conduct

meani ngf ul eval uati ons and negoti ations, evaluation criteria should describe
specifically how the proposals will be evaluated. Based on the custoner
activity's information of evaluation factors and significant subfactors with
their relative inportance, FECD will prepare a source selection plan (SSP).

Caution! - For acquisitions of commercial items, FAR 12.602 discusses
stream i ned eval uation procedures. The sinplest eval uation process for
commercial items may be the “lowest price with acceptabl e past performance
(LPwW APP).” When using the sinplified acquisition procedures in FAR Part 13
the solicitation does not have to describe the relative inportance of

eval uation factors.

In best value source selection processes, there are two basic processes
avail able —

a. Tradeoff Process (FAR 15.101-1). Wen it nmay be in the best interest of the
Governnent to consider award to other than the |owest priced offeror or the
hi ghest technically rated offeror, this process is appropriate. 1In applying
this process, the custonmer activity nust identify the following information in
t he purchase request -

All evaluation factors and significant subfactors that will affect
contract award and their relative inportance. (This information
shall be clearly stated in the solicitation as well as the SSP.)

The solicitation shall state whether all evaluation factors other than cost or
price, when conbined, are significantly nore inportant than, approxi mately
equal to, or significantly less inportant than cost or price.

b. Lowest Price Technically Acceptable (LPTA) Source Selection Process (FAR 15.101-
2). When best value is expected to result fromselection of the technically
accept abl e proposal with the | owest evaluated price, this process is
appropriate. In case of this evaluation process is selected, the customer
activity nust identify the following information in the purchase request -

The eval uation factors and significant subfactors that establish the
requi renents of technical acceptability. (This information shall be
clearly stated in the solicitation as well as the SSP.)
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19.Jdustification for Sole Source and/or Urgent Purchase: Contracting regul ati ons
mandat e conpetition for all procurenents to the maxi num extent possible. |If
you wish to limt conpetition for the proposed acquisition exceeding the SAT
(currently $100,000) to one (sole source) or to few (urgency) particular
source(s), you are required to conplete the witten Justification and Approva
for OGther than Full and Open Conpetition/or Urgent Purchase in accordance with
this guide as well as FAR Subpart 6.3 (http://www.arnet.gov/far/)/ NAPS Subpart
5206. 3 ( http://www.abm.rda.hg.navy.mil/napl.ht m )/ NAVSUPI NST 4200. 83(series) Encl

(1) (http://www.nll.navsup.navy.mil/nll/getdata.cfm) .

N M

a. Sole Source

(1) Provide a brief explanation as to why procurenment nust be limted to
a single unique source.

(@) If drawi ngs/specifications are proprietary, explain why they are
proprietary.

(b) Expl ai n why draw ngs/specifications sufficient for full and open
conpetition are not avail abl e.

(2) Expl ain why the Governnment cannot devel op conpetitive specifications.

(@) Insufficient tinme - specify length of tine required to devel op
speci fications.

(b) Cost too great - identify cost of |abor and tine needed.

(c) Lack of ability - no technical personnel or equi pnent

(3) Address what is being done to ensure that future buys will be
conpetitive

(a) By devel opi ng specifications; and
(b) If specifications are not being devel oped, explain why not.

(4) Identify the extent of your market research to locate potentia
sour ces.

b. Urgency

(1) Provide a brief explanation as to why the procurenent nust be
processed on an urgent basis. |In order to establish urgency, it nust be shown
that the Governnment will be harned if the required delivery date (RDD) is not
net .

(2) Establish a reasonabl e RDD after which damages will begin to accrue
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(3) Identify damages or inpacts if required delivery is not net.

(@) Dol lar cost to the Governnent on a daily basis.
(b) I npact on safety, national security or m ssion objective.

(4) Specify only the mini mum quantity required under urgency (additional
gquantities can be obtained under normal full and open conpetition procedures).

(5) Provide a time line, leading to submttal of the procurenment request.

(a) When was probl em need first identified?
(b) What has been done about it since?

®6) Identify at least three (3) reliable sources that can provide the
suppl i es/services (if possible).

Important! -- | nadequate pl anning and/or administrative delays do not justify
urgency nor does expiration or |lack of funding justify urgency.

"~ &)
i

i
=

c. Justification and Approval (J&A)(FAR 6.303)

Every J&A must include the follow ng information headi ngs -

(1) Identification of agency and contracting activity.
(2) Nature/description of action.

(3) Description of supplies/services.

(4) Identification of statutory authority.

(a) Sole Source 10 U.S.C. 2304(c)(1). Provide an in-depth description of
the contractor's (i.e., the original equiprment manufacturer's)
uni que qualifications or rationale for the sole source
procurement.

(b) Urgency 10 U.S.C. 2304(c)(2). Descri be the conpelling nature of the
urgency and how a full and open conpetition will harmthe
Governnent, including estimted nonetary and m ssion danage.

Al so, state why the urgency coul d not have been prevented by
advance planning. State when the need was identified, and explain
the tine line or the delays between need identification and the
date the requisition was submtted.
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(5) Denopnstration of contractor's unique qualifications (in case of
“urgency,” the nature of the acquisition requires use of the
authority cited).

(6) CBD announcenent/ potential sources.

(7) Determ nation of fair and reasonabl e cost.

(8) Description of market survey.

(9) Any ot her supporting facts.

(10) Li sting of interested sources.

(11)Actions taken to renove barriers to conpetition

(12) St atenent of delivery requirenents

(13) Total estinmated dollar value of the acquisition covered by this J&A
wi th funding specified by year and appropriation

(14) Ref erence to the approved Acquisition Plan (AP)

(15) Docunentation for spare/repair parts acquisitions.

20.Pre-award Surveys (FAR 9.106): The nature of sone itens nake a pre-award
survey of prospective contractor's production and quality control capabilities
advi sable. |If pre-award survey is conducted, customer activity's
participation may be requested.

21.Service Contract Documentation: Service contracts include the foll ow ng:
Techni cal representative services, maintenance, and overhaul /repair services.
The foll owi ng docunentation and supporting rationale is required -

a. Documentation Form for Contract Administration Plan (CAP). A CAP is required
when (1) a Contracting Oficer's Representative (COR) is to be appointed under
the contract in accordance wi th NAVSUPI NST 4205. 3(series), (2) the custoner
activity will be delegated authority by the PCO to perform specific duties or
significant tasks related to contract adm nistration (e.g., property
adm ni stration) other than inspection and acceptance. NAVSUPI NST
4330. 7(series) provides the “Docunentation Form for Contract Adm nistration
Plan” to identify the specific areas of the proposed contract effort where
specific expertise is required to ensure quality, satisfactory performance,
and successful contract conpletion

b. Contracting Officer’s Representative (COR)

(1) General. COR is required for any delivery/task order type contract
with other than firmfixed price terns or when technical expertise/guidance
nmust be provided to the contractor during performance. The primary role of
the CORis to provide technical clarification and to nonitor contract
performance. The COR nust be technically know edgeable in the areas of
performance covered by the contract. The COR does not have the authority to
take any action, either directly or indirectly, that could change the price,
quantity, scope, delivery schedule, or other ternms and conditions of the
contract. Only the contracting officer has the authority to nmake such
changes.

(2) Training. |ndividuals nom nated to perform COR duties mnmust have
conpl eted NAVSUP approved COR training prior to performance. Additionally,
the Federal Acquisition Institute offers CORtraining on-line at no cost. The

web address is “http://www.faionline.com/.”
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(3) Nomination of COR. The COR shall be nom nated by the custoner
activity Conmmander/ Commandi ng Officer or designee. Custoner activities are
required to provide a COR nom nation letter, which nust contain the foll ow ng

(@) Contract Number;

(b) Nane of i ndividual;

(c) Nom nee's technical qualifications and experience;

(d) Nomi nee’ s technical functions to be perforned,

(e) The date when NAVSUP approved COR training was received;

(f) Whet her the individual's performance rating el enments include the
COR function or not (if not, an explanation of why not);

(@) Individual's activity and code;

(h) Phone nunber; and

(i) FAX nunber.

Addi tional guidance and i nformation can be found i n NAVSUPI NST 4205. 3(series).
(4) Monitoring of COR. The contracting officer will monitor the COR s

performance. The nonitoring requirenents, including a review of the COR s
files and performance, are the responsibility of the contracting activity.

22.Point of Contact at FECD, FISC Yokosuka

General Contracting Branch -- ext. 243-7622/8404.

11-23



CHAPTERIIII
INFORMATION TECHNOLOGY (IT) ACQUISITION

1. Introduction: The procurenment of information technology (IT) resources a
little bit differs fromother procurenent. These differences demand speci a
attention in the preparation of purchase requests for IT resources. This
gui de provides the current policy, references, definitions, contracting
authority, procedures, and techni ques peculiar to procurenment of |IT resources.

The Navy-Marine Corps Intranet (NMCI) contract was awarded on 6 COctober
2000 to provide IT services to over 350,000 desktops throughout the DoN. An
el ectronic version of this contract is available on the Internet at

http://nmci.spawar.navy.mil/. To ensure a snmooth transition to NMClI and prevent
the acquisition of duplicative IT hardware, software or services, the ASN(RDA)
has i ssued a significant change to I T procurenent policy. As a result, nost

I T purchase requests in excess of $25,000 nust be screened and approved by a
Flag O ficer or Senior Executive Service (SES) nenber in the custoner
activity's chain or command prior to submission to the contracting activity.
OCONUS activities are included in this requirenent. (Refer to a formof the
“Wor ksheet for Reviewing |IT Purchase Requests in Excess of $25,000" as shown

i n paragraph 4, Approval, below.)

Special Note for OCONUS Customer Activities! — NAVSUPSYSCOM (a Head of Contracting
Activity) submitted a request for a waiver fromthe review and approva
process for OCONUS requirenments until FY2003 to ASN(RDA) on 27 Novenber 2000.
NMCI rollout for OCONUS activities is currently scheduled to conmence in
FY2003. Accordingly, OCONUS activities will be directed to incorporate an
exit strategy for any FY2002 |IT procurenent. This strategy will address the
i mpendi ng NMClI i npl ementation in FY2003 to minimze any potential term nation
costs.

Caution! — Unl ess the proposed wai ver descri bed above was di sapproved, FECD
processes the acquisition of IT resources in accordance with the guidance set
forth herein.

2. Acts and Reqgulations Applicable to IT
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a. Information Technology Management Reform Act (ITMRA). The | TMRA (P.L. 104-
106) describes the policies, definitions, and procedures of acquisition of IT
resources. The General Services Administration (GSA) abolished the forner
applicable regul ation, the Federal |nformation Resources Managenment Regul ation
(FIRMR), effective 7 August 1996. The | TMRA becane effective 8 August 1996.

b. SECNAVINST 5000.2(Series), Life Cycle Management (LCM) Policy and Approval
Requirements for Information System (IS) Projects. Thi s i nstruction provides
gui dance for managing IS projects which use conputer resources, word
processi ng, data conmuni cation, and other automatic resources. It continues
in effect regarding LCM program approvals and policy. A revised, streamined
approval process has been devel oped, according to ASN(RD&A)'s neno dated 14
August 1996. This docunent is available for viewing in its entirety on the

I nt ernet at http://neds.nebt.daps.mil/5000.htm.

c. Other Regulations and Policies. Set forth in FAR Part 8.4 and 39, and
NAVSUPI NST 4200. 81(series)(lnternet address at
http://www.nll.navsup.navy.mil/nll/getdata.cfm), enclosure (4). 1In addition, the
i nstructions issued by the individual custonmer activity for the acquisition of
IT resources may apply to the proposed I T procurenent.

3. Definitions
a. IT is defined as foll ows:

(1) Any equi pnent or interconnected system or subsystem of equi pnent,
that is used in the automatic acquisition, storage, manipul ation, managenent,
novenment, control, display, switching, interchange, transm ssion, or reception
of data or information by the Executive agency, i.e., Departnment of Defense,
Department of Arny, Departnment of Navy, and Departnment of Air Force. For
pur poses of the preceding sentence, equipnent is used by an Executive Agency
if the equipnent is used by the Executive Agency which (a) requires the use of
such equi pnent, or (b) requires the use, to a significant extent, of such
equi pnent in the perfornmance of a service or the furnishing of a product.

(2) Computers, ancillary equi pment, software, firmvare and siml ar
procedures, services (including support services), and rel ated resources.

(3) Not withstandi ng subparagraphs (1) and (2), the term“information
t echnol ogy” does not include any equi pnent that is acquired by a Federa
contractor incidental to a Federal contract.

b. National security system (NSS) IT is briefly defined as IT which
i nvol ves such as intelligence activities, cryptologic activities related to
nati onal security. The NSS does not include a systemthat is to be used for
routi ne adm nistrative and busi ness applications (including payroll, finance,

-2



| ogi stics, and personnel managenment applications). Acquisition of NSSIT
shal | be conducted in accordance with 40 U.S.C. 1412. The FAR Part 39 does
not apply to the acquisitions of IT for NSS.

4. Approval

a. NMCI-Related Approval. As described in paragraph 1 above, OCONUS
custoner activities will NOT be required to submt the follow ng “Wrksheet
for Reviewing IT Purchase Requests in Excess of $25,000” unless the
NAVSUPSYSCOM s request to waive the IT review and approval process unti
FY2003 i s di sapproved by ASN (RDA) -

WORKSHEET FOR REVIEWING IT PURCHASE REQUESTS IN EXCESS OF $25,000

Ref: (a) ASN(RDA) nmemp of 19 Oct 00

1. IT hardware, software, or services specifically excluded fromFlag or SES
| evel review

[] Local voice services until FY2003
L] For Top Secret or conpartnentalized i nfornmation

L] I nvol ves cryptologic related activities as they relate to nationa
security systens

[] Conput er resources, both hardware or software, that are part of,
dedi cated to, and essential in real tine to the m ssion performnce of
weapons systens or a shipboard systemrelated to the 1 T-21 effort.
(Not e: Enbar kabl e/ depl oyabl e wor kstati ons, portable conputers, |aptop
conputers, etc. are not included in this exenption.)

NOTE: |If the purchase request falls into one of the categories |isted above,
check the exclusion that applies, sign below, and submit with the purchase
request. |If the purchase request does NOT fall into one of the excluded

categories, please proceed to paragraph 2.

Nane/ Title of Person Cl aimng Exenption:

2. If the IT purchase request does not fall into one of the excluded
categories listed in paragraph 1, a review nust be conducting prior to
submitting it for procurement action. Reference (a) states that any

del egation of authority to conduct these reviews shall be limted to

i ndividuals at the Flag or SES level. To award a contract for |IT hardware,
sof tware, or services in excess of $25,000, review nust verify that the
purchase request falls into one of the follow ng categories:

[] Purchase request is for IT capabilities that are unavail abl e under NMCI
NMCI contract information at http://www.contracts.hg.navsea.navy.mil.nmci/.
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L] The speci fic hardware, software, or |T services are essential to the
successful execution of a command or programinitiative and is clearly
needed before it can be delivered under the NMCI contract. The NMCI
contracting officer, Ms. Ellen Pollen (pol ene@pawar.navy.ml, 619-524-
7388) nust verify that the contract delivery schedul e cannot be nodified
to accommpdat e the need.

[] The requirenent is for IT services for which the period of perfornmance
will expire before the requiring activity transitions to NMCI (or within
a reasonable tinme thereafter, as agreed to by the NMCI governnent
managenent office and the requesting official).

Revi ew Aut hority: Dat e:

b. LCM Approval. The custoner activity is responsible to ensure that the
use of the existing federal resources through sharing (Hardware) or
reutilization (Software) fulfills the requirenments, except consumabl e
supplies. |If not, the custonmer activity should obtain a LCM approval fromthe
appropriate authority for the proposed acquisition of IT and/or rel ated
servi ces, before the subm ssion of a purchase request. However, the
contracting officer is not a gatekeeper for the acquisition of IT. Under the
new | TMRA, proof of LCMreview and validation is not required by the
contracting officer to proceed with the acquisition.

5. Purchase Authority: FI SC Yokosuka's contracting authority for IT is as
foll ows -

TYPE OF CONTRACTI NG THRESHOLD | NTERNET SI TE FOR | NFORMATI ON

Open purchase from Unlinted Not applicable
forei gn sources

Open purchase from $25, 000. 00 Not applicable
CONUS sour ces

GSA/ FSS contract Up to MOLs*  http://www.fss.gsa.gov/schedules
delivery orders

BPA with Miltiple Unlimted http://www.itumbrella.navy.mil/
Awar d Schedul es
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| TEC Direct orders GCPC only http://www.itec-direct.navy.mil

IDlQ type contract Unlimted http://www.chips.navy.mil/
delivery orders

* Maxi num Order Limtations

I ndi vi dual open purchase requirenents from CONUS sources in excess of
$25,000 will be forwarded to FI SC Puget Sound, WA, in accordance with
NAVSUPI NST 4200. 81(series).

CAUTION! - In case the end user could acquire |IT resources through the use of
its Governnmentw de Conmercial Purchase Card (GCPC) or |Internet shopping, such
as | TEC Direct and GSA Advant ages, FISC Yokosuka will return a purchase
request (PR) to the end user.

6. Purchase Request Preparation

a. PR Forms
(1) NAVCOWPT Form 2276;

(2) DD Form 1348-6 (single line); and
(3) DD Form 1149 (for afloat units).

b. PR Requirements. PR requires the following infornmation at a mnimum -

(1) An authorized signature;

(2) An adequate requisition nunber;

(3) Proper funding and date funds expire - if there is not sufficient
time to award a contract or issue an order before the funds expire, nor are
the funds avail abl e, FISC Yokosuka may return the PR to the requiring
activity;

(4) Definite specifications/description of supplies - e.g., part
nunbers, special attention itens, quantity and unit price, and ship to) and/or
statenment of work. Specifications/purchase description shall, to the maxi num
extent practicable, be witten to pronote full and open conpetition

(5) Arealistic delivery date/performance peri od;

(6) I ndependent Governnent cost estimate;

(7) Sole source statenment (if necessary);

(8) Special instructions (if necessary);

(9) Point(s) of contact/tel ephone nunber(s);

(10) A waiver for the use of GCPC (This statenent is required when the
esti mated anount of the proposed acquisition is |less than $2,500.)
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(11) Information of suggested sources (e.g., telephone and fax nunbers
and e-mail address). (This information is specifically essential when the
custoner activity contenplates an acquisition from CONUS sources.)

Important! -- An adequate PR will not only avoid problens |later on such as of
bid protests and contractor disputes, but also materialize a tinely delivery.

7. Point of Contact at FECD, FISC Yokosuka

General Contracting Branch -- ext. 243-8408/8407.
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